VEMORANDUM FOR: Al'l Hol ders of the NOAA Travel Handbook

FROM R. J. Domnic
Director, Finance Ofice/ Conptroller

SUBJECT: Travel Transmittal Nunber 4

1. Purpose. The attached package is the new NOAA Trave
Handbook (NTH) which conpletely replaces your existing NTH.
This transmttal issues changed pages to the 1990 edition of
t he NOAA Travel Regul ations (NTR) to add a new Chapter 300
whi ch contains travel fornms and general guidance on how to use
the NTR, and a revised Chapter 301 regarding tenporary duty
(TDY) travel allowances. Chapters 300 and 301 formthe

begi nning of the plain | anguage NTR 1999 Edition. Current
Chapters 302 and 306 remain in effect until superseded by the
pl ain | anguage format and are also included in this
transmttal.

2. Effective Date. The provisions of this transmttal are
effective Septenmber 1, 1999.

3. Expl anati on of Changes. This transmttal revises the NTR
as follows:

a. Adds a conplete section of travel forns - Chapter
300- 4.

b. Clarifies travel order procedures - Chapter 301-
2.1(a) - 301-2.1(j).

Cc. Updates a conplete travel delegation listing -
Chapter 301-2.5(a) - 301-2.5(z).

d. Revi ses the structure for travel order nunbers -
Chapt er 301-2.7 - 301-2.18.

e. Clarifies the nethod of paynent for air charter
services - Chapter 301-10.503 - 301-10.504.

f. Clarifies entitlenment to per diem and del egates to
officials who authorize travel orders the authority to
approve per diemwithin the vicinity of one’s official
duty station or residence - Chapter 301-11.1(a)(i) - 301-
11.1(d) (iii).
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g. Clarifies ship travel per diem- Chapter 301-
11.101(b) (i) - 301-11.101(b)(v).

h. Adds a conplete section on personal phone calls while
on official travel - Chapter 301-12.1(a) - 301-12.1(j).

i. Revises regulations regarding the issuance of
travel advances for NOAA enpl oyees - Chapter 301-51(a)(i)-
301-51.1(e)(iv).

j] . Adds a section regarding the use of pronotional
mat eri al s and frequent travel er prograns - Chapter 301-
53.1(a) (i) - 301-53.1(b)(i).

k. Note: Effective date for Transmttal 2 is My 1,
1999.

4. Filing Instructions for the NTH Conpletely replace your
old NTH with your new NTH. Pl ease note the follow ng:

(a) The NTH, is conprised of the (1) Federal Travel

Regul ations (FTR) printed on white paper, (2) Departnent
of Commerce (DOC) Travel Handbook printed on yell ow
paper, and (3) NOAA Travel Regulations (NTR) printed on
bl ue paper.

(b) The DOC Travel Handbook, Chapter 301 (yell ow pages)
has not been written in the plain | anguage formt and
currently does not line up correctly with the FTR and
NTR.

(c) Appendix A (CONUS per diemrates) supersedes any
ot her CONUS per diemrate listing and includes Amendnents
75,77, 79, 81, 82, and 85.

(d) The attachnments to this transmittal |ist the pages
currently in effect in the FTR, the DOC Travel Handbook,
and the NTR, after the changes issued by this
transmttal have been inserted. These checksheets are
to be used to verify the accuracy of the NTH and shoul d
be filed in front of Chapter 300.

ATTACHMENTS
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Attachment

NOAA TRAVEL REGULATION (NTR) CHECKSHEET FOR CHAPTERS 300 & 301

Following isalist of pages currently in effect inthe NTR. This checksheet isto be used to verify the
accurecy of the NTR.

Page Tranamittal # Page Transmittal # Page Trangamittal #
CHAPTER 300 2-10...iieeeee e, 4 Part 301-12
3000....cceeeeeeireeeeeeeeeen. 4 2-11., 4 12-T1eee 4
2-12. e 4 12-2.eeceeeee, 4
Part 300-2 2-13. 4 12-3eeeeee, 4
e I 4 214, 4
22 4 2-15... 4 Part 301-51
2-16...ceiiieeee e 4 51-1oieeee 4
Part 300-4 2-17 i, 4 51-2., 4
g 4 2-18..eeeee 4 51-3. e 4
B2 4 2-19.. 4
300-4(a) - 300-4(q)..4 2-20...ciieeee e 4 Part 301-53
. 4 B3-1, 4
CHAPTER 301
101 T 4 Part 301-10
0 4
Part 301-1 10-2..eies 4
I 4 10-3..eieeeeee, 4
L1-2 e 4 104 4
10-5.ciiieeeee, 4
Part 301-2 10-6...ovveeeeceeeees 4
s I 4 0 4
22 4
2-3 s 4 Part 301-11
24 4 11-1, 4
25 4 11-2.eiieeeeee, 4
26 4 11-3ies 4
Py 4 I 4
28 4 11-5. s 4
2-9. 4 1 T, 4
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September 1, 1999

NOAA TRAVEL REGULATION CHECKSHEET FOR CHAPTERS 302 & 306

Page Date
CHAPTER 302
Part 302-1

2-1().......May 99
2-1(2).......May 99
2-1(3)........May 99
2-1(4).......May 99
2-1(5).......May 99
2-1(6).......May 99
2-1(7).......May 99
2-1(8).......May 99
2-1(9).......May 99

Part 302-2
2-2(1).......July 91

Part 302-4
2-4(1).......July 90

Part 302-5
2-5(1)........ December 90

Part 302-6
2-6(1).......July 90

Part 302-7
2-7(1).......July 90

Part 302-8

2-8(2)........ July 90
2-8(2)........ December 90
2-8(3)........ July 90

Part 302-9
2-9(1).......July 90

Page Date

Part 302-10

2-10(2)........ May 99
2-10(2)........ May 99
2-10(3)........ May 99
2-10(4)........ May 99
2-10(5)........ May 99

CHAPTER 306

Part 306-1
6-1(2)........ September 99

Part 306-3

6-3(1)........ March 95
6-3(2)........ March 95
6-3(3)........ March 95
6-3(4)........ March 95
6-3(5)........ September 99
6-3(6)........ September 99
6-3(7)........ September 99
6-3(8)........ September 99
6-3(9)........ September 99
6-3(10)......September 99
6-3(11)......September 99
6-3(12)......September 99
6-3(13)......September 99
6-3(14)......September 99
6-3(15)......September 99
6-3(16)......September 99
6-3(17)......September 99
6-3(18)......September 99
6-3(19)......September 99
6-3(20)......September 99
6-3(21)......September 99

2

Page Date
6-3(22)........ September 99
6-3(23)........ September 99
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Attachment

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 301
Following isalist of pages currently in effect in the DOC Travel Handbook. This checksheet isto be
used to verify the accuracy of the DOC Travel Handbook. NOTE: The DOC Travel Handbook,
Chapter 301, has not been written in the plain language format and currently does not line up correctly
with the Federal and NOAA pagesin this new NOAA Travel Handbook (NTH).

Page  Trangmittal # Page  Trangmittal #

CHAPTER 301

Part 301-1 Part 301-2

(thispart should follow Federal pg 2-2) (thispart should follow Federal pg 10-19)

i 11 2-Loie 8

L2, 11 22, 8

13, 11 2-3 e 8

14, 11

15, 11 Part 301-3

I R 11 (thispart should follow DOC pg 2-3)

L7 e, 16 1 8

18, 16 32, 8

19, 16 33 8

1-10. e, 16 K 8

i I 16 35 8

1-12. e, 16 36, 8

1-13 e, 8 K S 8

114, 8

1-15. e, 8 Part 301-4

1-16..ccciiieciec 8 (this part should follow DOC pg 3-7)

1-27. e, 8 e R 8

1-18.ceeee, 8 B2, 8

1-29. e, 8

1-20.....cocieiieieenn, 8 Part 301-7

1-21.ieeeeene 8 (thispart should follow Federal pg 11-12)

1-22.iieieeeeen, 8 N P 8

1-23.eeceeee, 11 T2, 8

BLANK PAGE L T 8

125, 11 T, 8
T-5iiiiiciieeeeee, 8
76, 8
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September 1, 1999

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 301 (continued)

Page Transmittal #

CHAPTER 301 (continued)

Part 301-8

(this part should follow DOC pg 7-6)
8L 8
82 8

Part 301-5

(thispart should follow Federal pg 12-2)
51, 8
52 8

5-3 e 8

Part 301-6

(thispart should follow DOC pg 5-3)
G 14

6-2..eeee e 14

Part 301-9

(thispart should follow DOC pg 6-2)
O-1oiiee 8

Part 301-10

(thispart should follow Federal pg 51-5)
10-1oiiieee, 15
10-2.iiiieece, 15
10-3.eie, 15
104, 15

10-5. i, 15
10-6...cveeeeeeeec 15

10-7. i, 15
10-8...veeeeec 15
109, 15
10-10..cciiiciieieecien, 15
10-11.iiiee, 15
10-12....cieee, 15

Transmittal #

10-14...s 15
10-15....iie 15
10-16......cciiiiie 15
10-17.ccoiiiiiie 15
10-18....oeiiiiiie 15
10-19...ciiiiiiiie 15
10-20.....cccciiiiiie 15
10-21...ciiie 15
10-22......occiiie 15
10-23...e 15
10-24......oooiis 15
10-25.....ciieee 15
10-26.......ccoviiiine 15
10-27..cciiiiiiins 15
10-28......ooiiiiie 15
10-29.....ooiiiiiiie 15
10-30.....cciiiiiiiine 15
10-31..ciiiie 15

Part 301-11

(thispart should follow Federal pg 52-4)
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Attachment

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTER 302

Page Transmittal # Page Tranamittal #
CHAPTER 302
Part 302-1 11-15..ieee, 8
N 8 11-16..ccieeeee. 8
1-2ee e, 8 11-17.iieee 8
1 T 8 11-18..ciieeeeee, 8
11-19..iiieee 8
Part 302-5 11-20..ccccciiieeiieenen. 8
S o U 9 11-21..eeee 8
52, 9
(S G T 9 Part 302-12
BLANK PAGE 2 9
(S ot T 8 12-2..iieeeen 9
56, 8 12-3ueeeeee, 9
12-4....uneeee. 9
Part 302-8 125, 9
1S 2 8 12-6...coveeeeeeeee, 9
82, 8 i 9
83, 8 12-8...veeeieeeeee, 9
S B S 8 129, 9
12-10..cciiiiiiiieecen. 9
Part 302-11 12-11.e, 9
11-1oeeee, 8 12-12..ieeeee, 9
11-2.iieeeeee, 8 12-13..eeee, 9
11-3.eeece, 8 12-14....ee. 9
N 8 12-15..eeeiee, 9
11-5. e, 8 12-16...ccccveeeieenneen. 9
11-6ueeeeeeeeee, 8 12-17. o, 9
i 8 12-18...cccceeeeee 9
G T 8 12-19..c.ccciieeieen. 9
11-9..ieece, 8 12-20..c.cccciieiieecnnnn. 9
11-10..cciiieeciiee, 8 12-21.cceeeen, 9
s 8 12-22..ccociieeenn. 9
11-12.eeee, 8 12-23.ceeeeiee, 9
11-13.ee, 8 12-24.......ueeeeeennn. 9
11-14.. e, 8
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Attachment

DOC TRAVEL REGULATION CHECKSHEET FOR CHAPTERS 305 & 306

Page Tranamittal # Page Trangamittal #
CHAPTER 305 CHAPTER 306
Part 305-1 Part 306-1
-1, 8 -1, 8
12 8 12 8
1-3 e, 16 1-3 e, 13
BLANK PAGE
Part 305-2 15, 8
e I 8 16 8
22 8 L-7 e, 8
S T 8
Part 305-3 1-9ee e, 8
G o 8 1-10.iiiieeeee 8
32 e, 8
Part 306-2
Part 305-4 2-1. e, 8
g 8 22 8
B2, 8
O T, 8
L 8
T, 8
L T 8
N 8
4-8...ooeiiieeeee i 8
O 8
/o O 8
g I 8
O 8
4-13.ieeee, 8



